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writer

“The word processor component of OpenOffice.org
“Free alternative to Windows' MS Word
“Can be used to create documents such as reports and letters

File extension is .odt
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How taoopearwritete

Applications >> Office >> OpenOffice.org Word Processor
ADouble-click on the desktop shortcut
AClick on the icon on the panel

LibreCffice 5.4
LibreOffice
LibreQffice (Safe Mode)
LibreCffice Base
LibreOffice Calc
LibreOffice Draw
LibreOffice Impress

LibreCffice Math
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LibreQffice Writer




THEWRITER INTERFACE

Eile Edit View Insert Format Table Tools Window Help

P <p = 9§ [00% [~ @

Menu Bar [T o, | REEICP> S SR -
Standard g
Toolbar Formatting
| Toolbar
OPENOFFICE.ORG Writer GUIDE: B
H Getting Started with Writer
“N’ Status Bar

Pagel/2 Default English (USA) INSRT | STD | * OO0 0 @ T ® |100%
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PENOFFICE.ORG Writer GUIDE:

Getting Started with Writer
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Creating a new documeij

g Applicauons Places System

cile Edit View Insert Format Table Tools Clker Mague Wi

File >> New >> Text . New b Teyk DocUment
) Open... Ctri+0 |[s| Spreadsheet
Document Recent Documents » [Z Presentation
Wizards > Drawing
— Database

X Close
. . |l@ HTML Document

:’ SaveAs Ctri+Shift+S XML Form Document

New icon in the standard Save A g Master Document
Reload Formula
toolbar. .
= i v = Business Cards
cul + N - E:xgas PDF... |1 Templates and Documents

\
& . |l ! H m e ﬁ . ﬁ c @ @ = ‘Ej J‘x, E 100%-




OPENING AN EXISTING DOCUMENT

‘File Edit View Insert Format File >> Open
D New '“ ~
L. Open... ctri+0 | = Open icon in the standard
Recent Documents N’—I '—: toolbar
Wizards U=
Ctrl + O
X Close —

¥ Save As... Ctri+Shift+S

/
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itc-training | Documents | Ubuntu Training

[=1 Memos and Annovu... ot
@ Review (Sample exam).odp

Screenshots

Places — | Name v Modified
@ Search [ Examples and exercises Friday, 25 September, 2009
) Recently Used [C1 Exams Monday, 14 December, 2009
itc-training £ Manuals Tuesday, 01 December, 2009
i Desktop || .~lock.000 Impress.odp# 08:38
[ File System 7| |2} .~lock.Tutorial - Writer (ITC).odt# 08:39
[ Floppy Drive 2] Certificate Class 22-23.0dt Tuesday, 15 December, 2009
[ CZARU ||=] notes.odt Wednesday, 22 july, 2009
S —— @7 000 Calc.odp Wednesday
FTC 127 000 Impress.odp Yesterday at 10:00

| |27 000 Writer.odp Friday, 20 November, 2009

Wednesday, 27 May, 2009

=P Add = Remove All files

»

Open

Documents | Ubuntu Training

E B‘ itc-training

D File type

[] Read-only

\1ersion:~ >

i Open

Places — | Name v Modified -
44 Search [ Examples and exercises Friday, 25 September, 2009
{® Recently Used [ Exams Monday, 14 December, 2009
B itc-traiing 5 Manuals Tuesday, 01 December, 2009
£ Desktop | .~lock.000 Impress.odp# 08:38
[ File System =||5] .~lock.Tutorial - Writer (ITC).odt# 08:39
=] Floppy Drive 5] Certificate Class 22-23.0dt Tuesday, 15 December, 2009 |~
L CZARU |l= notes.odt Wednesday, 22 July, 2009
Documents %000 Calc.odp Wednesday
B & 000 Impress.odp Yesterday at 10:00
5 Memos and Annou... | 27000 Witer.odp Friday, 20 November, 2009
F Screenshots || & Review (Sample exam).odp Wednesday, 27 May, 2009 i
¥ 51 crhadiila f traininac adf \Wadnacdair 03 Dacambar 20001
dhAdd || = Remove Al files A
D File type
\_Iersion:) 5
[J Read-only B

e | Epen




SAVING A DOCUMENT (.ODT)
5

File Edit View Insert Format

Open... Ctri+0

Recent Documents 3 --|

Flle >> Save ﬂizardg " =

[ New i | |;

Save icon inthe standard X Close
toolbar =

ave % Ctri+S |
trl+Shift+5

ave As...
Save All

i PETNRYY. 04 QTPRISNIED,

Ctrl + S




Type th flle name in the Name text box .

Ol Save (&3] -

SAVING A DOCUNENIT (VD 1)

Choose in which folder to save

IWriter Tutorial (ITC) Name: [Writermtorial (ITc)

~ Browse for other folders 7 Browse for other folders
¢ itetraining | Documents | buntu Training Create Folder ¢ & itetraining | Documents | Ubuntu Training Create Folder
Places ! | Name v | Modified | Places 4| [garme v | Modified 4]
& search & Examples and exercises Thursday & Search & Examples and exercises Thursday
@) Recently Used i Exams Friday () Recently Used & Exams Friday
& itc-training _| [ Training Materials Friday, 29 May, 2009 @ itctraining _| [ Training Materials Friday, 29 May, 2009
[ Desktop & Memo letter for OO training.odt Tuesday, 28 April, 2009 | & Desktop || Memo letter for 000 training.odt Tuesday, 28 April, 2009
.. File System &) notes.odt Wednesday, 20 May, 2009 | L File System 2 notes.oct Wednesday, 20 May, 2009
 Floppy Drive |5 000 Draft outline.odt Thursday, 30 April, 2009 - Floppy Drive |2/ 000 Draft outline.odt Thursday, 30 April, 2009
8 cZARU — | 5] Sample table layout.odt Wednesday, 27 May, 2009 @ CZARLI —| &) Sample table layout.odt Wednesday, 27 May, 2009
F——— ' ||| Simple Ubuntu guide.odt Thursday, 28 May, 2009 — +| Simple Ubuntu guide.odt Thursday, 28 May, 2009
& Pictures < &) Writer Tutorial (ITC).odt 11:51 N & Pictures 4 &) Writer Tutorial (ITC).odt 11:51 L

Add R ODF Text Document (.odt) v ‘ A ODF Text Document (.odt) v
b File type b File type
(| Save with password (| Save with password

cancel ’ ‘ Eﬁave ’




SAVING A DOCUMENT (.ODT)

Save Click

1
!
[

1

Nl

= Browse for other folders

| < Hl:a itc-training H Documents ” Ubuntu Training Create Fo!deri
Places £ Name ~ | Modified \ £
li&y, Search = Examples and exercises Thursday

) Recently Used == Exams Friday

@ itc-training || _| |& Training Materials Friday, 29 May, 2009

E Desktop | |[2] Memo letter for OO0 training.odt Tuesday, 28 April, 2009

L-! File System |[E) notes.odt wednesday, 20 May, 2009 ||
! Floppy Drive |51 000 Draft outline.odt Thursday, 30 April, 2009

LE cZARLI —1 |[=5) Sample table layout.odt Wednesday, 27 May, 2009

C& D i =] Simple Ubuntu guide.odt -Thursday, 28 May, 2009

Ea Pictures =] |55] Wiriter Tutorial (ITC).odt 11:51 N |
1 Add ‘ | Remove | QODF Text Document (.odt) v

[> File type

[ Save with password




SAVING AS MS

File >> Save As

File Edit View Insert Formal

] New ol [

L Open... Ctri+0 |
Recent Documents =

. o

Wizards kel

X Close =

Save Ctrl+S

|l save As... nCtri+Shift+5 |
Save All od

Type the file name in the

|Writer Tutorial (ITC)

Name:

W

AA

oL

-

RD, (%,DOC)

Name text box.

= Browse for other folders

|1Hl"d itc-training ” Documents || Ubuntu Training

Places

2, Search

) Recently Used
&g itc-training s
& Desktop

L. File System
—! Floppy Drive
L8 CZARLI =

=5 Documents

& Pictures [~

Name

& Examples and exercises
= Exams

|55 Training Materials

|& Memo letter for OOo training.odt

=] notes.odt

|&| OO0 Draft outline.odt

|=) Sample table layout.odt
=] Simple Ubuntu guide.odt
|&) Writer Tutorial (ITC).odt

v | Modified
Thursday
' Friday
Friday, 29 May, 2009
Tuesday, 28 April, 2009
Wednesday, 20 May, 2009 | -
Thursday, 30 April, 2009
Wednesday, 27 May, 2009
Thursday, 28 May, 2009
11:51

P> File type

[| Save with password

QODF Text Document (.odt)

‘ € cancel ‘ ‘ E]gave l




SAVING AS MS WORD (*.DOC)

Choose the file type.

Name: | Writer Tutorial (ITC) |

@* < - fnld
save oide

N 2 Writer Tutorial (ITC
ame | WA | <7 Browse for other folders

E H g itc-training H Documents H Ubuntu Training Create Fo!de’i
<7 Browse for other folders L IR S
‘ZH% itc-training H Documents H Ubuntu Training Create Foige;{ Places ~] Name v | Modified ‘ '7
Places [*] [ name v | Modified -] |2, Search &5 Examples and exercises Thursday
&, search & Examples and exercises Thursday @1 Recently Used & Exams i Friday
& Recently Used (= Exams Friday — _— & Training Materials =it maas e | )
g itc-training _| |& Training Materials Friday, 29 May, 2009 g itc-training = L’ el |
) Desktop | |[2] Memo letter for 000 training.odt Tuesday, 28 April, 2009 || @ Desktop =| Memo letter for OOo training|
L File System 5] notes.odt Wednesday, 20 May, 2009 | ~ . \;_} notes.odt ‘
 Floppy Drive 5] 000 Draft outline.odt Thursday, 30 April, 2009 i File SySte.m = ’__ . 1
L8 cZARL ! |5) Sample table layout.odt Wednesday, 27 May, 2009 — Floppy Drive =1 00o Draft outline.odt
er— 51 Simple Ubuntu guide.odt : .8 czZARU —! ||z Sample table layout.odt | ODF Text Document (.odt)
= | | writer Tutorial (ITggee® 11:51 = .
i Pictures = B Documents 1 Simple Ubunii gojdc. ok ODF Text Document Template (.ott)

ODF Text Document (.odt) [ Pictures ~ 18 Writer:Tuloral (TTE). od OpenOffice.org 1.0 Text Document (.sxw)
FHic e I ’ e OpenOffice.org 1.0 Text Document Template (.stw)
(] Save with password H Microsoft Word 97/2000/XP (.doc) ‘
| Qcancel || [Fsave | b f"? zy P Microsoft Word 95 (.doc)
: \ ) Edit iiter settings >
] Save with password Microsoft Word 6.0 (.doc)
Rich Text Format (.rtf)
Text (.txt)
\_ Tevt Fnrnded [ tvi)

ck save:



' Save icon In the standard toolbar

’\ REC_ REC
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The Print File Directly icon in
the standard toolbar

Page Preview icon in the
standard toolbar
Acile >> Page Preview

& ) | o ]v]

f

Aooming controls

Zoom drop-down menu in the
standard toolbar

Aage Preview



UNDOING & REDOING CHANGES

File Edit View Insert Forma

Undo icon In the standard toolbar [ New =
mtrl + Z = gz:;‘t‘ Docgments(,:trHO» -
Wizards > _‘
X Close b
=] save Ctrl+S
¥ Save As... Ctrl+Shift+S

Save All
| (

¥ Export...
Export as PDF...
Send >

|<] Properties...
Digital Signatures...
Templates 8

Printing page
File >> Print / Ef?:;g::ggs —

] Exit ctri+Q
L. I




WORKING WITH TEXT

ASelecting text

: el Non -consecutive texts
Alust click and drag on the texts you want to highlight

Hold down Citrl key

Select All
ﬁCOpying texts standard toolbar Ctrl + A
Copy icon in the Right-click >> Paste
APasting texts
Copy iconin the ~ Right-click >> Paste
Paste icon in the standard toolbar . Edit >>Paste

Right-click >>Copy  Ctrl + V

Edit >> Copy .o e.@ j

GirlstC



Cutting text

Cutting text
Cut icon in the standard toolbar
Right -click >> Cut
Edit >> Cut

Ctrl+ X




FORMATTING IN WRITER

Formatting v X

- ; — — - 0 . =
5| |Default v | |Liberation Serif v | 12 A 4 A = ) ﬁ v v lt%l v

AJsing the Formatting toolbar
Anserting special characters

Alt + 164 (if you are using OpenOffice for Windows)



FORMATTING PARAGRAPHS
—_——

Clker Maen

Format >> Paragraph t SESERER radie fools C

il ~ Paragraph ﬂ
! 7 , Background 7 | f
|In-dnnts&5-pacing[ Alignment | Text Flow | Mumbering | Tabs | Drop Caps | Borders | E ]
Indent
Before text |0.00" |5[ &=
After text [o.00" E=3|
Eirst line |D.30" [;[ .}
] Aautomatic |
——
Spacing
Abowve paragraph |0-00“ IE}
Below paragraph |0-0B" ‘:[
Line spacing
|Single 1< | =
Register-true
| Activate
| oK || Cancel || Help H Reset |

=

Bullets On/Off  or Numbering On/Off icon in the formatting
toolbar

Formatting - - . . e x
5 [Default v | |Liberation Serif 2 [v] A 4 A ‘ _ gem b= % - . E .




LINE NUMBERING

To restart line numbering on a specific paragraph:

Click on the line where you want to restart the line numbering.

Tutorial = Wi

ole Tools Clker Menu Window Help
FA$_§pe~liAi_ng and Grammar... F7
Language b
Word Count |

<

B |

Tools >>Line Numbes,

Outline Numbering...
Line Numbering... %_l i
Footnotes/Endnotes... |

|| Gallery
| | Media Player

Fra

..._,‘
BIEISEY




Text Flow | Numbering | Tabs

Numbering Style

Numbering

Background
Line numbenng Indents & Spacing Alignment Text Flow | Numbering | Tabs Drop Caps

¥ Include this paragraph in line numbering
Numbeg, 1Nong

Numberi

Start with

Line numbering
¥ Include this paragraph in line numbering

Start with

oK H Cancel Help 73 ' Reset

cancel | ﬂélpi Reset |




Ao restart line numbering on a specific paragraph:

ATo remove line numbering on a

specific paragraph:
Indents & Spacing Alignment Text :Itljjlt.wﬁ:rq:z:ﬁbeﬁng Tabs Drop Caps Borders SeleCt the bIOCk Of parag raphS Or teXt Where
you want to remove the line numbering.

Numbering Style None

Numbering

Line numbering

¥ Include this paragraph in line numbering GO to FO rm a.t >> Pal’ag I’ap h 5
AR : Go to the Numbering tab.

Start with 1

ancel Help Reset |



TOOLS IN WRITER

ANord count
Aind and Replace

Tools >> Word Count

- Edit 3> Find and'Replace”
- Ctil+F



5 PAGES

Insert >> Manuai break
e TH|+ Entar

Insert | Format Table Tools Window F

= E Manual Break... @ —
>

|

<, ooc,

Fields
3£ Special Character... - :
fault ] Formatting Mark > ﬁn Serif
ég §ection... ’}-....i....z
| Hyperlink
- . :
Insert >> Header ( Header ’3;-' Default $—
Footer >
Insert a header or a footer.
Footnote...
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L R X X X N N X

& & o dnd- X & N Y &
View :lnsert' Format Table Iools Window Help
24 3 lT Manual Break... U ee een
Insert >> F|E__3g Sgeqal Character @ Tlme =
aLey Formatting Mark l| | Page Number %
TED : | Page Count Fo
#=| Sechion...
—— ST _.| Subject —_
o ayperiin ey
&5 ypP ud '_['ltle
Header v 1.7 Author
Footer b
Other... Ctrl+F2
N | N
s s s ,{_ s s s
& & & & & & 5
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EW

Insert Format Table Tools

Manual Break...
Fields » ﬂ‘

3:@ Special Character... |

Formatting Mark

] section...

'[ ] Hyperiink

Header

Footer

Page Number...
Footnote/Endnote...

<2 Bookmark...
|i7| Cross-reference...
[] Note CtrAlt+N
Script...
Indexes and Tables »

Envelope...

] Frame...

nf] Table... Ctri+F12 p

Horizontal Ruler...
Picture
27§ Movie and Sound

ORKING WITH TABLES

RTING TABLES

Insert >> Table

Ctrl + F12

Table icon In the standard

@l E\ #4 < I8 [100%

] @
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ble Boundaries

ing rows

-

AutoFormat...
ble Properties

Autofit
Head
Ta

Ta
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